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PUBLI C HEALTH ADM NI STRATIVE OFFICER Il 1, |
(PUBLI C HEALTH ADM OFFCR IT'I'T, TV, V & VI)

Series Definition:

Positions in this series are involved with direct assistance
to a public health programin providing and obtaining a variety
of managenment services in the direction and operation of that
organi zati onal conponent. A position in this series is involved
in the total managenent process, and the proficiency required
i nvol ves many aspects of managenent. However, services are also
received fromsuch central staff offices as personnel,
accounting, budgeting and procurenent, having substanti al
authority to conplete action in admnistrative matters; and a
position in this series normally has few or no professional
subordi nates i n personnel managenent, fiscal nmanagenent,
procurenent; etc.

The Public Health Adm nistrative Oficer aids in getting
t hi ngs done t hrough know edge of and skill in dealing with
organi zati ons, nethods, funds, people, equipnment and the other
tools or resources of managenent. Odinarily, the focus of the
work is in the managenment of financial and human resources;
however, an adm nistrative officer also perforns key work in
several other vital functions or services, such as program
eval uation and anal ysi s, budgeting, managenent anal ysis,
procurenent, service contract negotiations and adm ni strati on,
reports managenent, data processing and simlar or closely
related activities.

The paranount requirenents are know edge and under st andi ng
of managenent principles and practices, nethods, and techni ques
and skill in integrating nmanagenent services with the line
managenent of a public health program It also requires
know edge of the organi zation served and its m ssion, including
the relative inportance of various work operations and managenent
services to these operations. Mst inportantly, a position in
this series requires the ability to apply the know edge and
under st andi ng of admi nistration to solve the practical problens
of managenent. Levels in this series are distinguished on the
basis of scope and conplexity of functions perforned, i.e., the
degree of originality required, nature and scope of conm tnents,
recomendati ons and deci si ons nade; the conplexity, scope and
vari ety of prograns serviced; the size and scope of the
organi zati on serviced; and know edge and abilities required.
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Di sti ngui shi ng Characteri stics:

Public Health Adm nistrative Oficer Il1l: This class
reflects responsibility for assisting in overseeing the
adm ni strative aspects of a public health program and
organi zation of limted size, scope and conplexity that
involves limted adm nistrative and program
requirenents (e.g., services for children and

adol escents in the Central OGahu district, Leeward Cahu
district, etc.). Duties include managi ng operati onal
details, providing guidance and advice to conponent
organi zational units, and overseei ng conformance to
adm ni strative plans, policies and procedures; and
serving as |iaison between the program and ot her

of fi ces and agenci es.

Public Health Adm nistrative Oficer V. This |evel
reflects responsibility for assisting a public health
program supervi sor or manager in devel opi ng and over seei ng
the adm nistrative aspects of a nmajor subprogramof a |arger
statewi de program Positions in this class typically are

| ocated in a program and organi zation of considerabl e size,
scope and conplexity. Positions may al so supervise | ower

| evel professional and/or clerical support positions.

Public Health Adm nistrative Oficer V: This level reflects
responsibility for assisting a public health program

adm nistrator in devel opi ng and overseeing the

adm ni strative aspects of a major statew de program or
several major prograns for an island district. Positions in
this class typically are located in a program and

organi zati on of substantial size, scope and conplexity where
public health requirenents dictate the need for a variety
and scope of services and activities, several subordinate

or gani zati onal conponents and | ayers of supervision; and

di spersion of operational responsibilities through several
public health districts. Positions also may supervise | ower
| evel professional and/or clerical support positions.

Public Health Adm nistrative Oficer VI: This |level of work
reflects responsibility for assisting a public health

adm ni strator in devel opi ng and overseeing the

adm ni strative aspects of a major statew de program
affecting a broad area of public health, and an organi zati on
of extensive size, scope, conplexity and diversity. The
organi zati on consi sts of several subordinate |evels and

i nvol ves an extensive formalized system of internal
procedures and adm nistrative controls. Subordinate |evels
are divided into specialized and distinct segnents, which in
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turn, are further divided, requiring several |evels of
supervision. Positions also may supervise |ower |eve
prof essionals and/or clerical support staff.

Exanpl es of Duties: (Positions may not be assigned all of the
dutires l1sted, nor do the exanpl es necessarily include all of the
duties that may be assigned. This does not preclude the
assignment of duties which are not listed.)

1. Assist in the fornulation and statenent of goals and
obj ectives for public health prograns, adm nistrative
functions relating to fiscal and personnel managenent, and
budgetary requirenents.

2. Draft plans and justifications for grants, projects and
appropriations; and conduct studies of operational needs and
recommend policies, procedures, budget requirenents,
manpower needs, organizational changes to achieve
operational efficiencies securing specialized assistance,
etc.

3. Assure expenditures are in conpliance with approved budget,
statutes, rules, regul ations and policies.

4. Coordinate, review and insure that personnel actions and
services are conducted in accordance wi th applicable
statutes, rules, regul ations and policies.

5. Draft operational manual, appropriate forns and
instructions; and pronote adherence to adm nistrative
procedures through personal instruction and assistance to
program adm ni strator and ot her staff nenbers.

6. Evaluate and interpret operational data and make appropriate
recommendations; and draft reports and correspondence.

7. Maintain liaison and secure the assistance of departnental
staff offices and the services of other agencies.

8. Conduct appropriate negotiations for services, including fee
schedules with private individuals and organi zati ons.

9. Pronote community awareness and/or involvenent in progran(s)
t hrough public contacts and informational activities.

10. Participate in or conduct investigations and grievance
heari ngs on personnel matters.

11. Assist in preparing proposed |egislation and anal yze the
i npact of proposed | egislation on public health prograns.
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Knowl edge and Abilities Required:
Public Health Adm nistrative Oficer |11

Know edge of: General principles and practices of
adm nistration and report witing.

Ability to: Assist in the analysis and formul ati on of
public health progranms and operational details for a program
of limted size, scope and conplexity; maintain effective
i ai son, cooperation and adherence to program pl ans,
policies, and procedures; and comrunicate effectively, both
orally and in writing.

Public Health Adm nistrative Oficer IV: In addition to the
know edge and abilities identified above for the next | ower

| evel, applicants for this class nmust possess the follow ng:
general know edge of public health progranms and services;
and the ability to assist in the analysis and formnul ati on of
a public health program and operational details for a
program and organi zati on of considerable size, scope and
conpl exity.

Public Health Adm nistrative Oficer V. 1In addition to the
know edge and abilities identified above for the next | ower
| evel, applicants for this class nmust possess the follow ng:
know edge of principles and practices of adm nistration,

wi th particul ar enphasis on program pl anni ng and eval uati on,
and fiscal and personnel managenent; public health prograns
and services; principles and practices of public health

adm nistration; and the ability to analyze public health
needs and fornul ate projects and prograns, and devel op
effective operational details for an organizational
conponent and program of substantial size, scope and
conpl exi ty.

Public Health Adm nistrative Oficer VI: In addition to the
know edge 1dentified above for the next |ower |evel,
applicants for this class nust possess the ability to

anal yze public health needs and fornul ate projects and
prograns, and devel op effective operational details for an
or gani zati onal conponent and program of extensive size,
scope and conplexity and diversity.
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This is an anendnment to the specification for class PUBLIC
HEALTH ADM NI STRATI VE OFFI CER ( PUBLI C HEALTH ADM OFFCR) |11 which
was approved on Septenber 30, 1970; and the cl asses PUBLI C HEALTH
ADM NI STRATI VE OFFI CER ( PUBLI C HEALTH ADM OFFCR) |V, V and VI
whi ch was approved on June 27, 1968.

DATE APPROVED: 2/9/01

DAVI S K. YOd
Director of Human Resources Devel opnment



